Use the following link to access the online licensing system:
https://dphregprograms.iowa.gov/PublicPortal/lowa/IDPH/common/index.jsp

For assistance with creating an account, finding a username, or resetting a password, call the OICO
Help Desk: 515-281-5703 or 1-800-532-1174.

If you need assistance navigating the licensing portal after reviewing these instructions, contact the
AMANDA Support Team: 1-855-824-4357.

To start the application process, you will need to create an account. From the licensing portal
home page, click New User Registration.
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|| New User Registration
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WELCOME TO THE ONLINE SERVICES SITE FOR REGULATORY PROGRAMS WITHIN:
BUREAU OF EMERGENCY AND TRAUMA SERVICES
BUREAU OF ENVIRONMENTAL HEALTH SERVICES
BUREAU OF RADIOLOGICAL HEALTH

NOTE: This application works best in Chrome and Safari. If you need to use Internet
Explorer, you will need to change three settings in order for the portal to function properly.

Pop up blocker must be turned off and iowa.gov added to compatibility view and to trusted
sites.

Enter your First and Last name in the appropriate boxes, then click Register. (Note: You must
have a valid personal email address to complete the following steps to create an account.)

Sign up now fo get credentials you can use for Enterprise ASA snabled sites.

Register

Cicx here for @ Isiing of afl ASA enabied appiications.


https://dphregprograms.iowa.gov/PublicPortal/Iowa/IDPH/common/index.jsp

The following screen requires you to enter your email twice.

Your Account ID, First, and Last names will be filled in automatically.

If the Account ID field is blank, enter a unique username in empty box provided.
When you have completed all the required fields, click Save Account Details.

Create Account

You are about to register for a new account using the Account Id
located at the top of the form.

All spaces and most special characters will be stripped from your
Account Id.

Click the ? image found at the top of the form for help information.

Do you want to continue with your registration?




The next page will direct you to check your email (the email you entered on the previous screen) to
complete the process of creating an account.

Registration Confirmation

An email has been sent to the email address you provided.
It will contain your Account id and instructions to complete your regisiration.

Please note: If you do not complete the regisiration process defined in the confirmation email
within 48 hours, you will be required to start the registration process over.

Open the email that was sent to you with the subject “Account Confirmation”. Click the link in
the body of the email to complete the activation process.

Account Confirmation for DPH Regulated Communities iasex &

entaa-noreply@iowa.gov 9:35 AM (2 minutes ago) -
tome '~

Welcome from Enterprise ASAI
**DO NOT SHARE this email with anyone else as it contains account information and links that could allow your account to be compromised,™*
This email is a confirmation of the account you requested for DPH Regulated Communities and provides steps (see below) on how to activate your account.

Ac’xcou;n Delt[a)lls Section: ik
C . meghanaracdd@iowal
‘E(gnu:‘ane Meghana Damera
ail: m

If you did not request this account or think this email was sent in error, please contact the State Service Desk (httos/fiowa service-nowcom/kb view.do?
sysparm article=KB0010301).

Before you begin: If you start the account activation frocess by clicking the step 1 link you must complete all 4 steps nmmemaegérgyou close your browser
gre r;'ve t% delaytma keeps you from completing all 4 steps your account will be created, but will require you to contact the State ice Desk before you will
etouseit.

Account Activation Process: |

Step 1. Click the following link| hitp/test iowa gov/entaalsso?reqToken=e35d2d0085bbA057ad8e eac 2d9452eae klfyou get a message that says "Sorry the
link you used is no longer valid. - seethe helpsectionmbelow:)

Step 2. Choose two baseline questions and then make your own 3rd question and enter answers for each. — (These are security questions you can answer
later if you ever forget your password.) ) )

Step 3. Enter your password and confirm it by entering it again. (Reminder - Passwords must be: At least 8 characters long (alphanumeric). Include at
least one special character (eg. |, @, # 8, %, * &, * etc.). A mix of uppercase and lowercase letters. You may not use pieces of your name or email
address in your password.)

Step 4. Sign in using your Account id (see Account Details Section above) and the password you just entered in Step 3.

Help Section:
Did you get the message “Sorry the link you used is no longer valid.™? If so, the state of your account is in question and you will need to use the following to
determine the account state.

Click thefoilo:ang link. http:test i
entaa isp&tab=forootid




Clicking on the link provided in your email will take you to the page to set up your account security
details.
Select your security questions and provide the answers. For Question 3, write your own security

guestion and provide your answer. When you have filled out all the security question detalils, click Save
Identity Baseline.

igentity Bassiins




Next, you will need to create a password for your account. Type in your password twice and click

Save New Password. (Note: your password will need to meet all the password rules listed below.)
Change Password

You must change your password.

Password Change for MEGHANARAOM@IOWAID

Password Rules

Passwaords must D2 Al iaast 8§ charactars iang { Siphanumanic). InCiude 3t ieast one spacial characier (9. L @.2.8 %, %, &, ©
€5c.}. Amix of upparcase and lowercase iefiers. You may not use phacas of your namea or mall 3daress In your password

After creating your Password, you will be taken to the sign in page. Sign in using your new Account
ID and Password.

Once you have signed in, the next screen will ask you to enter your SS# and Date of Birth in the
corresponding box. (Note: SS# must be entered without dashes or spaces and DOB must be entered

using the calendar or in the following format: 01/01/2001.) This information is encrypted, and only
used to verify the user is authorized to manage and make changes to a lab.
Click Continue after completing the required fields.
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STEP 7: PROVIDE PROFILE DETAILS

On the following page, your Email Address, SSN and Date of Birth fields will be filled in.
Complete the remaining Basic Profile Details and Physical Address Details. (Fields with red

asterisks are required.) When you have finished entering your information, click Continue.

Home
Sign In
Help

Address is:
Street Number:
Street Prefix:
Street Name™:
Street Type':
Street Direction:
Unit Type:

Unit Number:

Basic Profile Details

First Name®
Middle Name
Last Name*
Suffix

Email Address*

SSN:
Date of Birth:

Continue

ATTN:
City™:
County:
State’:
Country:
Zip Code":
Phone 1

Phone 2:

Reset

Physical Address Details

Next, you will be taken to your Profile page. The Basic Profile Details and Physical Address Details
you entered will appear here, and your account PIN number in the upper right corner. If you are a
NEW lab, click Continue and follow the instructions to complete a New Company Registration.

If you are an EXISTING lab and ready to Renew, you will be required to provide your PIN number to
the IDPH staff to link your profile to a Lab. Please call 855-824-4357 and have your PIN ready.

Home > My Profile
Home
Sign Off

Help

Select & Membership for your Actions

Basic Profile Details
Name:
Date of Birth:
Email Address":

Preferred Address:

Address is: v
Street Number:

Street Prefix:

Streat Name™:

Street Type™:

Street Direction:

Unit Type:

Unit Number:

Continue

WELCOME TO YOUR PROFILE PAGE!
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ATTN:
City*:
County:
State™:
Country:
Zip Code™:

Phone 1*: —_

Phone 2:

PiIM: 345701

Hegistered User's Memberships Physical Address Details

Addreszes



